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FOREWORD 0^^^' CoMecique 



The statewide f^fUnt to implement 
the new Minimum Scnool Gratlu.nion 
Requirements has been very cncout 
aging Distnrts have marie consitJet 
atile progfess in*(Jeve!opin'i their plans 
tor meeting the fiew i fCjupemenTs 
My visits with citi/ens /Juncl tfif 
state have shown that they are ex 
cited, enthusiastic, and looking f(;r 
ward to these new prograins fof 
stuoents in Cfe'jon 

Administrators piOject manage's (u- 
riculum specialists, anc] tedchers hdv»' 
requested adrJitionai information le 
gardina guidelines for the develop 
ment of (Jistrict recor(J keeping pr^^te 
dures and planned course statements 
The enclosed materials on ret oici kt^^p 
ing procedures are designed to seivt 
as supplements to tne gniflelme^ n-h 
lishe(^ m Soptemhet '972 

Many people have devoted their rjl 
ents and efforts toward ^he devekjp 
ment of these guidelines Hopeful'v 
the outcome of all our effoMs v\*M 
to better prepare students to fjtuJion 
effectively with tiie demands /n' 
challenges that will ronfron* th^M. .,1 
tne'r ftduit I' ^^s 



Cortiia'-'V 



V Jesse F asold 
SupfM intendenT 
*^ublir lnstnj{ tinf) 
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OVERVIEW 



RECORD KEEPING 
GUIDELINES 

The following guidelines and sample 
forms for record keeping are intended 
to serve as a supplement to Oregon 
Graduation Requirements, Adminis- 
trative Guidelines (Section I), which 
was published in September 1973 
This supplement was developed m 
response to a number of refciuests 
from teachers, curriculum planners, 
and administrators throughout the 
state for clarification and modifica- 
tion of the original guidelines Its 
purposes are to outline various record 
keeping procedures and to provide 
sample forms which districts may 
adopt or ad^pt when implementing 
the new graduation requirements. The 
options presented in the guide give 
districts the flexibility to develop 
record keeping procedures consistent 
with district needs, preferences and 
resources. 

As each Oregon school district de- 
velops Its own plan to meet the new 
minimum requirements for school 
graduation, it wilt also need to de 
velop appropriate record keeping pro- 
cedures The district's record keeping 
plan should assure that the necessary 
information regarding credits earned, 
competencies completed and attend 
ance requirements met by each stu 
dent IS readily available when needed 
The district may continue its existing 
procedures for recording credits earn 
ed and attendance re<^uirements met 
by students The task remaining is to 
supplement those procedures with a 
m^^ans to record the third component 
of minimum graduation requirements 
mmimum survival level competencies 

The project team attemptefiJ.o design 
recorci keeping procedures and related 
forms in a manner which would help 
to minimi/p the time required of 
mstrurtional personnel to fulfill the 
rpcord keeping aspects of the new 
graduation requirements IT whs their 
i)elief that the teacher's and coun 
selor's time should not be committed 
any more* than is necessary to record 
keeping duties However, they felt 
that It should be thp teacher's role to 



record and report certain information 
regarding a student's meeting of 
course requirements, attendance re 
quirements and minimum survival 
graduation competencies as approved 
by the local district board They felt 
further that counselors should be 
available to advise students regarding 
forecasting and other student con- 
cerns Consequently, most record 
keeping duties should be peiformeU 
by others, using either a manual or 
data processing approach, even if ad 
ditional clerical personnel is required 

This book takes the record keeping 
system team leader through the fol 
lowing steps 

1 Obtaining a general overview 
regarding tne development of a 
record keeping system 

2 A review of key decisions that 
a district must make, revise or 
reaffirm 

3 A summary of the procedures 
and documents that must be 
developed 

4 Stimples of documents that 
may be used 

5 A statement on the implica 
tions of record keeping 
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RELATIONSHIP BETWEEN 
RECORD KEEPING SYSTEMS 

AND 

GRADUATION REQUIREMENTS 



The folfovvin(j yuKiehneb hjve l>een tieveloped to suyqest [)rdcticdL economi 
cdl, and ilexit)le dpproarhes which should be of assistdnct^ to districts as 
they develop their system of record keeping consistent with their total 
approach to implementing the npw graduation requirements The major 
fjurpose of this guide is to provide information on record keeping beyond 
what wds briefly presented tn earlier guidelines The chart below displays 
graphically the najor elements of the new gracJuation re(]Uirements 



These elements relate to the district implementation plan toward 
which nnajor effofts have been directed up to this time 
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1 0 



Credit 

Requirements 
'and Course 
Offerings) 



Credits grated for 

1.11 Required courses 

1 .1 2 E lective courses 
1 1 3 Examination m 

lieu of course vvork 
1 14 Off campus 

experience 
1 15 Independent 

study 
1 1 6 Aliernative 

learning 

experience 



Performance 
Requirements 
for Program 
Completion (Program 
^^godls, competencies, 
performance 
indicators) 



^ '2 1 Assessment measures 
/in \ 



2.1 1 Planneci courses 
2 12 Options to planned 

courses 
2.1 3 Off-campus programs 



3 0 Attendance 

Requirements 



3 1 Criteria for 

3 1 1 Requiring twelve 
years of planned 
educational 
experiences 
3.12 Permitting early 

graduation 
3 1 3 Requiring delayed^ 
graci'jdtton 
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Thesp elements relate to the record keeping system which districts need to develop to insure that students 
hdve'proqresed through the instruction program and are eligible for either the certif irate of competency 
and/or the diploma. 
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1 3 
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Procedures 
and format 
for 'Written 
course plans 



Procedurps and 
format for 
reporting 
grades 



Venf 'cation 
projVl'jrps 
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Attendance 

Reporting 

Procedures 



^^^^^^^^anstrtpt 



Format 



5 0 Certif rratp of 
Competency 
and/or 
Diploma 
Format 
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THE RECORD KEEPING 
SYSTEM TEAM 



LEADING THE RECORD 
KEEPING SYSTEM TEAM 

Ihe record keeping system ledm lead 
er should be awdre of the criticdl 
importance of the job dhead. As soon 
as d team ledder is, assigned the tdsk 
of designing dnd implementinq d re 
cold keeping system for the district, 
d numbei* of issues will become dp 
parent, dll stemming from the fact 
thfdt "one person's needs become 
another person's paper work " The 
dislike most people feel toward paper 
work tjecomes even worse if they 
don't understand it or see how they 
directly gain by it. Some members of 
the team may embrac«^' approaches 
which place institutional needs and 
convenience ahead of student bene- 
fits. There will be others on the team 
who see this as an opportunity to 
gather additional valuable data be- 
yond that which is actually needed at 
this time by the district. Caution 
should be exercised in determining 
how much additional information will 
be "piggybacked" onto the system, as 
welt as how soon it will be at 
tempted. Data overload at the begin* 
ning may cause the new system to 
collapse of its own weight However, 
the basic design of the system could 
dllow for incorpordrmq additional 
ddta in 'the future. 

The record keeping team should con- 
sult with those people who will use 
the system and those who will receive 
information from it The team will 
find Itself faJing two tasks 



BECORD KEEPING 
SYSTEM TEAM: 

• The team (edder who will co- 
oidindte the groupS efforts 

• Admmistratof s - who will be re- 
sponsit:>le tor mar^aging the overall 
system 

Department chairmen who will 
be working wit^ teachers in terms 
of developing the materials and 
procedures 

• Appropriate sctiool dnd central 
office record keeping personnel - 
who will be involved m keeping 
school and district-wide r^ords 
based on the system 



Outside representatives 

d I E.D. personnel - if they as- 
sist your school district in re 
cord keeping functions 

b. Data processing specialists - 
who will assist in designing the 
district plan, if the district is 
considermg ^an automated ap- 
proach 

Counselors - v,/hx) will be guidmg 
students in terms of the records 
available 

School publics - students, par- 
ents, and staff, who ought to be 
consulted regarding decisions that 
affect them * 



f. 



To make decisions based upon 
a number of vital pidnning 
considerations 



2. To develop record keepincj pro- 
cedures and appropriate forms 
for carrying out those deci 
sions. 

Data processors and others exper 
lenced in ecord keeping are quick 
point out the necessity for educators 
to make specific major decisions re- 
lating to the district record keeping 
plan before they work on imple- 
mentation procedures and forms. Ed- 
ucators, on the other hand, are aware 
that they could make decisions which 
may ultimately become too costly or 
unworkable for their district record 
keeping facilities. Clearly, both 
groups should be represented during 
the two phases of decision making 
dnd implementation. 
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PLANNING CONSIDERATIONS 

As the team l}egins the pi ocfss ut 
(levelopm(j its record kee[)ing f)ldn, 
there dre a number^f vitjl ( onsuleu 
tions which must ly# disi ussed Thesr 
nidtters jre im[}ortdnt hecjuse the 
decisions reached will influen( e the 
final i/ed tero/d keeping plan for the* 
district Several of these key < onsid 
erdtions dre Iisteo below Thty arc 
described l)riefly on the foUowtnq 

• Requir^'d i.oiirses ancf efe(,tives 

• Mmimum survival graduation fom 
p('ten( les 

• lo<cjtion (jt ( ompetcfK les wtthm 
school proufam 

• Method of rfMordinfj ( ompetenry 
(Jemonstration 

• Initial student (ompetency status 

• Level of (ietail to r^'^ Ofded 

• Rf'sourfes f(jr rerord keef^ing 

• Numt)erinq system and fotmdt 

• Pro( pdfjrf^s ^or updatirvj < oni 
petfnf y rp(]utiHmpftts 

• Spf\:ial record keepmy [)roljlenns 

• Ddtd prof essing und or mdnua' 
systfrn / 



Oef)ending on the str ucture of tht,* 
graduation re(|Uir(Mnents task force in 
the distri't \hv following considera 
tions and related decisions need to be 
made Ijy the tetim or secured from 
others within the task force The 
fnatenal Ix'low contains some irri 
nortant consuJerations facing districts 
as they [)roceKl in decision making 

• Required Ojurses and Electives 

The planned courses in the areas 
of study retjuired of all students 
for graduation, as well as a wuie 
range of elective courses, must be 
identified l)y the district The .ela 
tionship Ix^tween required courses 
and electives is important The 
district may decide to add more 
credits in required areas cf study 
than IS called for in the stdte 
minimum graduation requiiements, 
and electives may l)e adjusteci ac 
cor(iinc}ly 

• Mmimum Survival Graduation 
Competencies 

The d.strict must uJentify the mm 
irnum survival level competencies 
that will be required of all stu 
dents for graduation In addition, 
a decision will need to be triade 
regarding the total numtier of mm 
imum surviV'^! graduation compet 
f^ncie-i .t-(]uired of each student in 
riH (iistrict In general, it is as 
sumerl that to increase the numt)er 
of cor'npeten(^iPs will increase the 
comf)lpxity of the district record 
!< (*H[)!nq system. 

• Location of Competencies within 
School Program 

Thp teaching of a re(ju»red mini 
mum survival ( ompetency may bp 
.iss!()ned to one (ourse, to several 
(ourses, to a (ompetency (enter, 
ur to a (^omt)ination of these or 
othfr .ilttnnat ives 

A nijr>)ber of important as[)ects 
reqar(iing the appropriate phce 
mpnt of (ompetencies with,n the 
systpm need to bp considered 

Will any given competency be 
l()(\ited in only one requ« red 
coursp in the program, m more 
than one, or coukf it also be 
af^H^red m a com^x^tency c^'n 
tef -> 



If the ^iven corn[)etency were 
only in one Tocation, would the 
students have enough flexil)ility 
in course selection to meet dis 
trict re()uiiements^ 

If the stu(Jent (ould complete a 
(jiven (om[)et(3n(y in a nuinh(?i 
of locations within the corn 
culum, would he have a l)etter 
chance of cornf)leting compet 
(^ncies in a setting thut is appro 
fjfiate to him^ 

CoukJ a com[)etency (enter serve 
as a setting within the s( hool 
[)iogram for competency comple 
rion^ Might it serve as a l)ackup 
center, in the event that a stu 
dent missed demonstration of a 
competency within a class but 
would not profit from re[)edting 
the entire ,qourse sim[)ly for the 
purpose of completing one or 
more minimum survival gradua 
tion competencies 

CoukJ the c()rnf)etency center 
serve as a major learning area 
within the school program, in 
which all minimum survival gra(f 
uation competencies could t)e 
completed 
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MethcxJ of Recording Competency 
Demoristfdiion 

It thf todLhinij of inininujiTi sin 
viVdl ()r ddudtion t onifH'trntMr's is 
dssi()ru'(j lo f)!dnrHMl courses \\m 
(lisUKt iids dt lodsl two 0[)tr()fis 
(A) d mdik ort j tiisliu t Lhtnklist 
foi in {,oiiKi iiKludte [^v stiidcnt's 
Jftnoristt jlion of onUH'tefu les, 
wfiile ill*- pdssinij 'jrdoe woolci ifuli 
( dte tfie siKLt'ssfiil lornplt'tion of 
ovetjil ( oinse km juif ements (B) 
student's [Mssint] i)idclp louid 
ifivjiCdtt' sUKt'ssful ( orTi[)lt'tion of 
the overdll loiitst' itHjuir ernenls 
and the tlenionsti jtion of s[)ecif!( 
roinpetencies 

;f d sMHiefjt fails to der^ionstrdtf 
(ompetcfKU's dssKintid to d coufst* 
rn which he is enrolled, diterndtive 
oMportunit'f:s n)dy i)e [)r{)vided to 
fielp hun ledfh and ilemonstrdtv 
thdt conU'tderu^v. ^' <J . sf)ecidl 
tutorliyj, d com[)ett'ncv i.enter, 
et\. Ap()iopruity forn)s, would t)P 
used in tfiese ciltei ndtive settincfs foi 
report I nq competent res jf.iueved 

Cdri' shtjuld he token to d'-sess the 
relctive inents of the two uf)tic)ns 
note(i dbove 



Option A: 

Recortimq and Reportinq Coni 
[)etency Com[)ietion, os*nq d 
PtMformance IndKdtor and Min 
I mum Survival Graduation 
Conipetenry Check List 

// Wis optioi) it> Liu'd. the dts 
tru t friust nkike J decision rhdt 
J qrjde 'in j (ourse will out 
iinlicdte the coniplction or Uuk 
of completion of niinnuLin) siir 
vivjl grjdudtion totupetem les 
Ea{ \\ teacher of a [planned 
' ouise I untdinincj mintrTUjni 
conHJetencies must check off 
ed(^h [)erfor mantle indicator and 
related conn[)etency for edch 
student ds he or she completes 
It At the end of the course\ 
this infoimdtion is ref^ofti'd to 
the office for recordin(j on a 
trans(.ii[)t and re[)ortin(j to the 
student oi [)dient 

Classroom 

Followintj the decrsion that all 
(competency completion must 
i)e recorded and reported se[:)ar 
ately from planned course 
(grades, it will be thv; teacher's 
responstbrlrty to teach the com 
[)t^tencips, assess student com 
p let ion of tfie competencies 
throuqh performance indicators, 
ar)d record the completion of 
(?ach [)erforfTidnt e indicator and 
cofiipetency At the end of the 
( r}ursp, the teacher will trc»ns 
mit this information to the 
school offite on the a[)[Ko 
priate reportmq form A (jr ade 
f(ji the course also will be 
transmittec', now^ver, the (jrade 
\Ns\\ not relate to the con> 
[)letion of minimum survival 
yraduation competencies 



School Office 

Whni classroom fefjorts die w 
curved in the scTiool office, the 
qradeS will t)e recorded on af) 
propriate recording and report 
\\^(\ forms The data concerninq 
tompk'tion of performance in 
dicdtors and com[)etencies diso 
will 1)0 recorded on df)[jropndte 
forms The recordtny form will 
be the periTianeat recor(i or 
transcript The re[)ortmq form 
will t)e the stu(]ent report (re 
port card) The transcri()t vmII 
f)e filed in the school off'(,e 
arxl the re[)ort form will )e 
forwarded to the stucient or the 
student's [)arent 
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tion B* 

Recordiruj drvf Rfjxntini) ( orn 
petency Completion t)v Gf.Kic 
L)r/\ Exception Report 

If this option IS userj, the iJts 
trict must make d h.isn don 
sion that if j student earns a 
passing grade for a pfjnned 
course which ron^jins one or 
more mini mum survival gradu- 
ation competencies, then all of 
those competencies have been 
completed, and, conversely, 
thiit any student who hjs not 
met alt minimum survival level 
competencies cannot l)e award- 
ed a passing graUe The stuflent 
who receives a failing grade in a 
planned course which contains 
(jne or more minimum compe 
tencies, may have completed 
some or all of the assigne(i 
competencies and this f^jci 
needs to be rfu OTied as cin 
exceotion report 

Classroom 

Following the decision ihjt a 
passing gracie in a planned 
course containing minimum sur 
viVdl graduation competenctes 
indicates that those compe 
tencies included have been 
completed, it will i)e the teach 
er's responsibility to teach the 
(competencies, assess student 
completion of the competenctes 
tf^rolTgti^per'f ormance^md Tea f()r s 
and note their completion It 
will also be the teacher's re 
sponsitiility to record each stu 
dent's grade for the course and 
to transmit the gracJes to the 
school office on the appropri 
ate reporting form. 

The teacher is rt'S()onsiblc^ U) 
ret)OTt exceptions be, com 
petencies completed; for sTu 
dents who receive a fjilin(| 
grd(ie in the planned ( ourse 
These f^xceptions will be 
corded and transmitted to tho 
school office on the jf)()fO[)ri 
ate forms 



School Office 

VVhef) JassfOufn reports are rt* 
V tMvefi in tfie S( hool of f k e, the 
glides will t)e r^-roided Cjn ap 
prupridtf' ftHx}i{iing ami /t'pot !, 
1 fH) t(.)' fiis These ^or ttis will l)r 
a pt,M rn<i nt nt r t^cof d^' tof m 
( transt r lot » df^d J student r p 
port foMTi (repO't card) Tb^' 
ticinscfipt will 1)6 filt>d in the 
schcol ') fice and the f^port 
' •'^nsmitte(j to tfie 

-u student's p.sr 

• Initial Student Competency Status 

The distr'Ct must liet'.'rfTi.ne tht^ 
stjf ting point for keepmc) TH^inis 
on e„(.h stLKient's demonstr jtujfi 
of mininuim sutvivjl torn 
potencies If ttie student's demon 
st raMon of cj CO 'Ti petency ^i*^ 
sK]ned to a part'Cular tjtade level 
It mjy be recor(Jed at that tiffu> 
The district may prefer to tpcord 
the student's comfietenry jt tl,e 
time tt IS demonsti-ated, even if it 
is at an t^iriier grade 'evet 

Each district fcices j niimber of 
kpy issues which re*.|U(re sf)e( i f n 
dec isions 

ShoLtld student prO()ress ^)v^<'rd 
(j emo nsti ation of graduatiori 
( orTipetencies t)p monitored firio- 
to grade nine? If so, bbginnin(j at 
— r;h:rt"t7rndPtV^ ^ — ~~ 

If competenc^y completion is r^' 
corded prior to the ninth (jrdde, 
snouto It be reex<H"riiruMi jt j 
later griide leveP 

Should I ecord keepmc) oi t ht> 
student's initial coiOpetency stjt 
us l)egin when he or pnters 
the r^itn^h grdde-^ 



• Level of Detail Recorded 

Recjjrding the aniount of detail 
that \,vi!t i)t> rector ded fo- each 
stLident, a cofTipr^'hensive district 
form lould list all reijuired (joals. 
minimum gradujt'on survival ( om 
petenei'>s, antl [)er f or rTiarK e indica 
tors u'hich will tiack die student's 
pro()ress jnd ^viM oe ma'ntJined in 
the stLide.Tt's ble On the other 
hand, the issuanf e of diploma 
,ind or (^fierkmark on the student's 
transcript may a'jtomaticaHy indi 
rate sjtisfdi tory ( o ipt^'t»on of the 
recHJired minimum [)ei f or rTiance 
Uutf t>ment«,, ds long the i.om 
petencies are ciescribLd fully in 
tjiH.fi(d tites and m i Idssroom ^» 
cords 

The team should study the aspects 
involved m rpi otd keepmc) for »a 
f)ro(|rani which ef-nlnd^es overall 
( omfiett-n^ y develo[)mrnt , (jrades 
K 1 2 Tfie optiorjs <ire 

Ir.irk only survivjl (ompetefKies 
m (jrades 9 i 2 

Tfjck all stiKient competencies 
(survival tevel and course goals) 
in {jrudes V) 1 2 

Trd(^k dli ^ufv'val ( oiTioetenc 'es 
JM gi Lidci K 1 2 

Trdtk survival { or7i[)etenciPs and 
roursp (jOiils m (irades K 12- 



/ 



• Resources for Record Keepiny 

- . ^ i 

Ttu' distiKl shuaki <!;fist(lt'f thr 

kt'eptruj, 'fuluilituj 

Dvitd pro* ^'ssiiui >ctvi(\'s j\. Jiiji'l' 
t(ji the dist r tt t s usr 

CItMK.ji pffsufuiul tu t)e assKjDrd 
fv)t d nunujl system 

Bud'jt't cunsidur ijtiinis 

P' mlnuj jrr jiUjerTU'Dts 

Pljns for utuMiUit'Oti of tiiust^ 

• Numbermg System and Format 
* ^'""'-^ 

Th^' fdtiuiult' tur d tufiiistent 
rvjnitjet systt'iii to he usftl sldte 
o;Klt' IS to fdcilitdte the interpu'ia 
lion f)f rncofds ot students trdps 
fernny t)etween districts witiiiP 
tht' stdte 

Thf fullo^vinq ru]inl)L'nruj systerri is 
rfCOrf)rnentieLl fur tfie tlistrsct's li«»t 
ot student per for nidn^^e fequiro 
rnents tor f)ru(jrdni Luaiplt'tion 



A red 



Siih Atej 1 1 

PfLHjrafn GodI ) 1 1 



Example 

Persoridl 
Develop 
ment 
Reddiruj 
Reading 
— -(X^wuu^ii- 
Gud') 
Identify 
Mdtri 
IdedS 

Pe' \{)\ rna'K e 

!fidi( r.tufS 1 1 ] 1 1 (Perform 
dn; e I 
di( dtors^ 



C>if''ipet*'n( V 1111 



In ddtlitiop, tiK' nunU)eiin(j system 
des( r it)ed l)ek) A is i ecoiTimerided 
for ttie disttKt's tfd[V,(Jif)t portion 
of stud^'nt ptM foi nidiH e re(]un e 
ments for piogiam I'ompi^'tion 

1 (J Per solidi Dt'V 'I )piMent 

1 1 Heddiru] 

1 J Listenincj 

1 3 Andly/iiK] 

1 4 Sf)t'dking 

1 5 Wiitiny 

i 6 Computifi') ^ 

1 / Scientific teLfinoloqic ,\\ 

ptoL esses 
1 8 Hedlth knowledge and 

skills 

1 9 Life lomj learnmy skills 

2 0 SQC\d\ Responsiljility 

2 1 Citi/uri in the t oniiTuin 

ity, state, dnd ndtion" 
2 2 Citi/en m tnteiaitton 

with the environment 
2 3 Citizen on streets and 

highways 
2 4 Consumer of goods and 

services 



\ios 



3 0 Cdieer Development 
3 1 Career hdtjits 
3 2 Cdteei positive dttitJ 
3 3 Careei inter f)ersondl^Hd 
tionships ^ 
, 3 4 Career decisions 

3 5 Compe*ten(. les m chosen 
c<jreer ared 



• Procedures for Updating Compet- 
ency Requtrements 

The distf K t ado[»ted tompetcncies 
in effect at the t.ii^ie a student is 
initially enrol l^i shoukf lepresent 
the conti actual fief foi inance le 
cjuiremefit for tfiat' student Suisse 
i|uent cfianges iii the distiu t com 
peleiuy hst should not be tt'troac 
tive 

Each district may periodically re 
view and update its list of mini 
mum survival cjtacfudtion compel 
encH's Thoucih( shoulcj l)e given to 
collecting rhdnges over time dnd 
implementing them not more thdn 
once per yedi , on d four year 
cycle This should l)e considered 
in order to keep record keeping 
complexities to d minimum 

• Special Record Keeping Problems 

The district's record keeping sys 
tern should include provisions -fgr 
students who (present special rec 
ord keepinc} prol)lems These may 
be students enrolled in open 
entry '0[X'n exit courses, students 
wliose fi'es contain errors, or ,stu 
dents transferring (from or to) 
other districts 

It ri student transfers to another 
school, a copy of his comp^^tency 
record should l^e sent with him 
This record should l^e as detailed 



/ 
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"DisifKts have (jiffcnny jpproaches to 
MlenlifyMiq ' Citi/en tn the Communttv, 
Stale and Ndtton ' For thf purpose of 
state wide c oniistonc y ^^n^* gunjp shows 
only one approdch to Tt'ccniiing this in 
futriiation A distfn t\ mt^'riul lists ^ould 
ihow theu' iterTH cJS a itnyle or muit.pit' 
entry However at the point at wt.icn this 
infcjrfndtion is placed on a transcript, K is 
Siroriyly recomniendet j that the format 
mckjdCKl t)e u>U(j fnr e^trrn.il inter school 
conimuntration 
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Note on Tf.insters 



TN» issue of how to rtMsondt)ly (UmI with instate jnd out of stdte 
transfer students in terms of mininuim survival level coriipetency status 
IS currently under study iiy tlie C)re()on Siate Board of Education 

The proposed nummum standards currently l)eing considered provide 
that, in evaluatiny the transinpts of students, the school adrTiinistrator 
shall 

a accept ninth cjrade work wnen satisfar tonly completed in a starboard 
jun.oi high school on the same i.asts as when coinpieted tn a 
four year hiqh school 

b accept r eriuir ements completeci in standard seconrJary schools in 
other states on the same i)asis as it the reciuiiements had l)een 
cofTipleled m this state 

c accept the tTiinimum survival competencies completed in a standard 
secondary st hoot in Oregon as if those competencies had lieen 
earned in the admir^istrator 's own distnct, 

(i ileietmine l^efore acceptance, the value of credits from a non 
standard sea)nda!y school or private elementary or secondary 
institution, 

e accept credit for correspondence courses toward ()ra?1t^rt!on recjuire 
mcMits provided the f or respondence work has tieen tJ1<en from a 
merrther of the National University Extension Association, and 

f dccept credit tor units of study taken in an approved community 
(olleqe program as applicable to me^'t ihe teouirements for high 
school (jraduation 

However, these standards are still under review by the Orecion State 
Board of Education 



• Data Processing and/or Manual 

System 
» 

A data processing center can han 
die rriciny re«.ord keep.ny Msks, 
such dS print, ny out master com- 
petency lists, course lists, master 
schedules, and truJividudt student 
scheduling It cun generate student 
status reports and student record 
information includmy student his- 
tories It can process pre ninth 
grade information on stu(Jents so 
that a "beginning l)alance" can l)e 
developed for each student On 
the other hand, any or all of these 
functions can be done manually 

The procedures for record keepifK)" 
serve to implement the procedures 
that have grown out of the deer 
sion makmg done by the district, 
and either mechanical or auto- 
mated systems can be useo to 
carry out these procedures If data 
processing services are wanted at 
any point m the sustem. exper 
fenced data processing pe.sonnel 
^tiould l)e 'involved as soon as 
possible m the planning and cleci 
sion-making stage 



ERLC 



DEVELOPING THE RECORD KEEPING SYSTEM STATEMENT 



AfJer t'le toreyoKUj Jet uiut»* hiv* l^ren rTUih' iht rnuiM ^ cf-pin j iVitfrn tt'.jin iejtier bhuiiUl 
hjve secured iuffn letV fnfoi 'ti.jtM > , ffom t,., tujc <jr i^r .li-jlriti's qr.itJ.idtton rt^ iuif t'lTVJfH', 
^ tdiK tofi^e to dHi.ver the «iuestion:> liiteJ tieio,^^ 

CHECKLIST 

\ tr)e iV*le'Ti in Kwpifu) ,viih sut* ij n^u nfU'j ' 

J It m keepiruj \A;r*i 'ht» ile( liJuni fn<ii)t' ^^y ouf 'jverdl! tjrjtiuJlion requirements, 

(Jeveloprnent team^ 

4 ti 'I '.Mthin o^r finam ui Jrxi sidtf ,esour(ei' 

a Are -ve uoing to pidrt frun/rnjm sjrv.vd' < onipeteiu le^ tn 
fj/ ^irKjIe I uufie offerirujs' 
Ul) tTi()ie thdn unCLOurit;^ 
((.) d >. onipetencv t^enter 

< 1) .Jie<l di J l)dLk up'' 
(.^1 <i>e(J di a sepdrdtp proyrjni ttdture ' 
( i) J '-ItMKj of the above uio^udjnq^ 

(> Is It 'ieii'p't-'ij »i) (<j) trdLK dll oOrnpeten(Se;> jr (t); s.jfv/ivdl i onipetenc lei ' 
/ Is It locdtt^l in qrd. (d) 9- U\ (h) K-}2 or (< ) other' 

8 Is It yoing to hdve d pre-ninth gra(ie feature »o 
id) < ^cirt prot^ress'* 
(b) , ertity some ronipeteni tes^ 

Is It yotng to pd\/e 

<dl d iot.jl ot unit^ of yrdfludtion^ 

It,, uDits uf elect ivos ' 

(< ) fTiore than the rininnriu in re^u ir 'd i r e< itts in the dred(s) of ' 

10 is (t yomg to hdve d r^Mrking system that 

(d) k t'eps ferordifu^ of rTnrnfTiym sur\.ivdl t ompeteoMes separate from letter 
qrdtles for < rf {Jil ^ 

_ - - trtt*s a ot*ssw^yrrv44*-av-^+t*o+-4haf-fNe— (iHtvmit-jM^ ^ufvtva) rotrrpet^nrTes hmre 

(-eefi (Jenionstrdted and certified \n the ( ourse tor which the grade has 
'•een d< hieved coupled with a syiteni of t'xc eptujn reporting'* 

1 J Is It going to rely on 

'd) ^ fTicjniidl ff^i or(J keeping sysu Mt ' 

fi <1dtd prut essiny svi»tern ' 
1( ) . blend of the two systems-^ 

1J Is our master list of sur^tvvil lOn-tpt^tniK . ofTiplete dnd re.Hjy fur use' 

1 ^ Does The ruister list h.jve a (onsi.'ant nufnberincj systeiTi* 

14 Have uve leve!op«(i .in appff^.J' ti to s[>»^t i.ii r.M orfj keeping ()r(jblems'' 

lb Are /-je gomq to adopt the ,{ate (^uuh* (M.^ition on >ijKlaTiny t ompei enc le^ ' 
Ouf owr-i appr'JdJ h ' 
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BASIC ELEMENTS REQUIRED FOR DEVELOPING 
A RECORD KEEPING SYSTEM 

Ihc tejn) lL'.*.h'r nKOni kui^xru, syst^'fTi stateitVfH should eiUihif^h.n) tu hftjn to tMjt)hsh 
the t^dsK eU'tnt'tits of j rt'i ord i-tM-puHj syst* tn 



OiMuMKlitU] on (JvfT.iii 



|f.'S> thjt the tliitfut groduatiof) FtujU'rffMt-in^ tiM ti has mdClo 

te.it^i rTH-mlMMs iMl! f*Milv Jt this poiiU to (U'veiop ddjubt Ot feotfirni tht- p eci^res and 
♦orrns ujontifieil helow 



DtVELOP 


ADJUST 


REAFFIRM 


BASIC EJ-EMENTS 








1 The fiTdster iist of courses 
and district atjoptrd mini 
ni u m grddu«)tion torn 
pcteni It's for use liy sthool 
staff, students and parmts 








? The asstgr.rtient of district 
a(jopted niinimum graduation 
cOiTipetencies to appropriate 
planne<i courses or other lo 
cdtioni in the school program 
(le, LOmpetency (enter or 
tutorial program^' 








3 Appropnale distrut forms 
for teacher rt'cordtny of 
grades earned and com 
petencies denionstrdted f)v 
students 








4 Appropriate distrid form for 
tea(her n'portiny of grafies 
earned arvl ( ompctt'ni les 
demonstrated Ijy stucienfs 




1 




b DistiK t a(fopted stuoent tran 
script 1 ncli( ating grades 
earne<f. (rrdits awarded, ion^ 
petent les de-nooslrated, at 
tendance retoid and other 
pertinent stud^'nt informa 
tion 


The foregoing j< tivitiPi /^iM k'dd to the proihn tton uf the docunienti lisRM l>eluw 
Documentation 

^ fV^dster I our^e liit 

2 OiitrK t ddopteH rmniniuni i orTipt'Teiu les 'rst 
J Planner! tOurs<' itiitfrnents 



4 Gr-iiJe Ijook re{ ord form 

b District ret ord for m 

(> CUs*; list reporting foirn (to lit' sent to the off it) 

/ Student report (report ( aid prcjvidmq infoiniation for parents and studeiMs) 

R Studer^t piogiess su'Tiinjiy ff^nn 

9 Transcript (whuh indi< atei student's ( redits, ( onipeten. les attenda-ue, other mforma 
tion) 



n 

m ^ 



SAMPLE MATERIALS 



UsiJKj the S.imple Mdteridls 



rhr.list.ut ruiord kiH^wMi ttMm .hoi.h' < onsMit-i ihr foilo/'.n.) a. rh.'v ^H.m t ^ttu> .inipU' 
-•un-ndK fnosi jpfjfOpridU' to the <Je'( ib.on. they hjv mkhIc Hr.ur-I Mm'pmk; r. .1 il pro.tss 
,i,.f,m.(l ... follcnA 1) r.H(u.l,f»4 th,- ,u t (.f .nu^nv'i u^fn- ru.it.or. on ipP'ufHu.t. for.ns .) 
r..poit!ny tne <iU of tidnsin.tt.nt, .nto.iiutu;n or) (onn)U'ttnl fo' ns to ih.' jppfopfi.m 
lo.dtiuii jnd'or >u'rson This proM'ss for th^' porMv.L's ot thrsp rjuMj.-lnu-s t.i^fs f)ldu' >»t the 
.l,...sroom ...ui school offiM' l.'vH Hovi'ver pr 101 to .h^v.^lopmy d .l^^Mid uvor.l ^o.-pm-j 

i,n pi.ttul i.-.e) H, 00. no.M to injo 1 n Mu> p. r.-s jnM .lyqrstt-.l 

forms .ie.(f.lnM n this s.. non provnl*' ciistr.Ms .vith tl|.^.t>.htY .n Utmis of ♦or-ruihiin^ d 
pldn IhJseil toon tht'ir Kx.dl fU't'ih dO'l rriouit Pi 

RELATIONSHIP OF DOCUMENTS iN A 
RECORD KEEPING SYSTEM 



[)iitii( t 

MdSUT 

Lisi of 
PI jnnetl 
Cour^ps 



hit'onfiPb cill picjnntMl .oits'S offtned t)V 
thp s( hool U^t'dlly (ontjins such mformd 
ifor (Ourse litle t ourso nunil)pr. terujth, 

(No sdfiHjh' [jtpspnl'^ll 



O St( IL ! 
List of 

(^:!r7'p«*M'n 



ltl^*ntlfles dtl clistrK I ddopteci iTunirourrs sur 
vival tjrddudtion < onipetfMK le^ .md shows 
vh*T^* thtv ^iJve l»'en pkued m the m 
blruL f loiidl [>jogrdiii t t> , ir' pldnnerj 
. ourses, (Oir.peten(V MMitt-r ot< 

bdinpU* 1 ) 



PI 

( ourso 



Ifjf'ntifiP^. the hasu eleruents of pldnne<i 
(Oiirsps 111! iuding h.it not hmitud to 
toui*.P <jOdls [nininiutn survWdl (jr d< 1 adtton 
I oinpetPfM 

(S«U' Sjti'plps J & if 



iKiTemi't 



ERIC 



> 



Learning 
A( fiviTies 



t 



As!»essmt»nf 
At tivities 



hlentifiL'i the dpprodih to mitruMion of 
incJivtrliiat tedcheri, nuluciing l>ut not lim 
(tpri to instructionji techniques, iiidtenals 
eti Alio provi{lf»s direction for de^/eloping 
Jiseii.n)ent activities 



Indicates the activities used to determine 
the completion of minimum survival gradu 
ation competencies (also course goals), 
including such materials as test itemi, 
scortng procedure, time allotment, etc 

(No sample shown - See Guidelines for 
Planned Course Statements, Model 1 1) 



Teat hi ng 
Learning 
Evaluating 



The process 8nd the setting where teach 
ing, learning and evaluating takes place 

(No saniple) 



Gra<let)GOk 
Rerorti 
For m 



Indicates the progress cf the student 
he/she progresses toward completion of 
the course goals and the minimum survival 
graduation competencies Used to record 
scores, grades, attendance, comments, etc 



(No sample displayed 
develop as needed) 



Each district will 



CUssrof>fn 
F orm for 
Rpt orf JiTK) 
Completion 
of Performance 
I ndicatf)rs 

rlnil ( U'ripoti'fK les 



ERIC 



Indicates the completion of performance 
indicators apd minimum survival gradua- 
tion cohnpetencies This will usually be a 
senarate sheet m the gradebook which 
contains the minimum Survival graduation 
competencies and related performance in 
dicators Performance indicators may be 
checked off as the student completes 
them. The competencies will usually be 
checked off and dated upon completion of 
the related performance indicators If a 
school district prints its gr^debooks, this 
form may be included as a regular part of 
the book 



(See Sample 4) 
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Option A 



PerforrnjnLO 
IruiKJtor ami 
Mifiif itjM I ' t .f vivjI 
G rdcl Ljdtion 
Corn,)«!{MKy 
He< orrjjng Jnd 
Reportifjy Fornt 



klentifiei the t.ludent ^ yrade for the 
(.oufie and the completion of all p< *orm 
3ncc .n:ji^.dtur> a»'tJ ii.M.imuin ^uivival yrad- 
udtion cornpetencioi 

Cidssroom The ledChtT filK tn rhu grade 
dnd checks the compleiion of each per 
forrridnce mdiCdlOr dnd fninimum iurvivJl 
graduation compeiency. u^ing the re':ords 
^htch hdve t)een kepi m the grade book, 
and transmits the form to the school 
office. 

School Office The appropridte record offi 
cer receives the form 2nd trdnsfers the 
information from it to the approprtate 
form for each student (If an automated 
procedure is used, this form would L»e used 
by that department I 



(See Sample 5) 



Option B 



Grade 
Exception 
Recording 
dnd 

Reporting 
Form 



Identifies the student's grade for the over 
all course Also identifies for the student 
who fails the course those minimum suf- 
vivdl graduation competencies which have 
been completed 

Classroom The teacher fills m the grades 
and checks the appropriate exception at 
the close of each term, using the records 
which havi been kept in the gradebook, 
and transmits the form to the school 
office 

School Office The appropriate record offi- 
cer receives the form dnd transfers the 
information from it to the appropriate 
form for each student Hf automated 
procedure is used, this form would be used 
by that departrnent ) 



(See Sample 6} 



Student 
Progress 

Summary 
Form 



Identifies the compiled continuous pro 
gress of the student Djsplays grades, com- 
petencies, rredits, attendance, etc This is 
the form used by the school office for 
recording all information transmitted from 
the classrooms and from which all data is 
transferred to a transcript 

(See Sample 8) 
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Transcript 
Form 



Itlenf if les dtl necessary tnfornidtton ^or 
pach stuck'nt a ot'rmant'nt fp( orci of ^tu 
(lent ()rogrL'SS 

<Se(' S.jnipte 9) 



Student 
Report 
Form 



hJentifies the grade and exception(s) foi 
the stufient in the course taken, or the 
grud** an'^J coinpletion of minimum survival 
gru^' j^t on competencies for the student 
fur each course taken. Can be filled out l)v 
the office and/or by each teacher of a 
(OL-rse the student ^as taken Hf an auto- 
tn;iiecj procedure ts used, this form would 
t)e produced by that department } 



(See Sample 71 



Certif i< ate 
of 

Cor^pet'^ncy 



Thp transcript js a permanent rerord and 
evidence of diplortia awarded Sul)}Cct to 
district policy, it ttiay also be use<^l as a 
certificate of competency 

{No sd'TifjIe tlisplaypd) 



Diploma 



ERIC 
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SAMPLE 1 



a 
E 
o 



c 

at 



< 



MODEL FORMAT FOR ASSIGNING MINIMUM 
SURVIVAL GRADUATION COMPETENCIES 

DibtriLt's Mdbter L.st uf C Mttipeteru les GenLMdl ApptiLdt.on 

Th,s ma.e. .,st of r.,n,.ur. su..., level .o.petenue. would .>e co.p,led ,n .he <^en^^^^^ 

,0 the schools. Edch competency shouici be asSKjne.i an identdymg course number dnd may 

dbbreviJted course title 

Ihe counselors. adm,n,stratbrs and sta„ w,ll need ready access to th,s l,st to an.we, .uest.ons d.ected to them from 
students, parents, and from districts 'o which students have transfened 



10 PERSONAL DEVELOPMENT 

1.1 COMMUNICATION (1.1.1 READ, 1.1.2 LISTEN, 1.1.3 ANALYZE, 1.1.4 SPEAK, 1.1.5 WRITE) 



PROGRAM GOAL 
ENG. 101 

1.1 1 



1 1 2 Students will recogni/e the 
ways which good listening techni 
ques contribute to understanding the 
communicdtion of others 



MINIMUM SURVIVAL 
COMPETENCIES 



The student will be able to 
1.1.1.1 



112 1 Illustrate how the use of 
good listening techniques improves 
comprehension and personal relation 
ships 



SAMPLE PERFORMANCE 
INDICATORS 



1.1.1.1 1 



112 11 Given opportunities to ob 
serve filmed enactments of personal 
conflicts, the student will identify the 
effects of inattentive listening on con 
flict resolution 

1.1 2 1.2 After listening to group 
-tksettfsstons; the-sttrtfcn^Avill identify- - 
instances m which misunderstanding 
of directions or information resulted 
from participant's inattentive listen- 
ing 



112? Rerogni/e personal values oi 
emotional reactions that interfere 
with the ability to listen attentively 



112 2 1 Given pictures of people of 
widely differing appearance, the stu 
derit will explain and evaluate any 
inclinations he might have to listen to 
some and not to others 

c 

1 1 2 2 2 After participating m de- 
bate of an emotional issue, the stu 
dent will analyze how his emotions 
might have interferred with compre 
hending his opponent's arguments. 
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ENG. 201 



1 1.3 

1.1.4 Students will recognise the 
role of articulate speech in conveying 
mformatJon and estaolishinq Sdtisfd( 
tory personal relatronships 



113 1 

114 1 Illustrate the importance of 
using effective speaking techniques 



J 1 3 1.1 

114 11 Aftef viewing films or 
other enactments of common conflict 
situations, the student will 

(1) Explain the effects of poor 
spoken communiCdtion 

(2) Identify the factors that contri 
l)ute to [)oor communication 

1 1 4.1 2 After part'cipatmg in 
group discussion, the student will 
" identify instances where verbal and 
nonverbal blocks occurred and point 
out the reasons 



1 1 4.2 Explain the relationship of 
appropriate vocabulary, correct usage, 
and the orderly presentation of ideas 
to accurate communication of in 
formation 



114 3 Ad^Dt speaking style to par 
ticuk^r audiences or purposes 



114 2 1 After, listening to formal 
and informal det)ates over issues of 
current interest, the student will iden 
tify the most persuasive contestant 
and explain the reasons for his 
choice 

1.14 3.1 Given role f)laying assign 
ments (addressing a service group, 
interviewing a prospective employer, 
or reporting to a group of children), 
the student will modify his manner 
of presentation to suit each audience 



1 1.5 1 1.5.1 



Additional Applrcations 

If a district_decides to chart progirss _and^qr_f,prti|y sorTie^_m 

rnasFer hst would t^e shared with the dppropriate members of the elementary or junior high staff involved 

If the district decides to chart student progress from grades K-12 it would want to elaborate on the material included in the 
master list to include those statements which accurately describe the district's interim expectations regarding what 
constitutes satisfactory progress toward the ultimate acquisition of minimum competencies 



1 1 5.1 1 
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SAMPLE 2 



Course Title 

Length of Course . 

PrereMui^»ite(s) 

Check one 

1—1 Required 
□ Select ive 
U Electee 

Overvieuv 



MODEL I 
PLANNED COURSE STATEMENT 

Art'dlb) of Study . 

Course Number 



No of CreUiis Grade LevelK) _ 



:redit by -xdm Available^ □ Ves LJ No 



Alternative Learning Opportunittes (Check one or more) 
D Does Not Apply 
n Independent Study 
D Off Can'ipus Experience 
□ Other (E^tain m Course Overview) 



Course Goals 



Minimuni Survival Graduation Cofnpete'nctes 



ERIC 



19 • 



SAMPLE 



Courie fitt*' 

LpnqTh of Course 
Pre rcguisitc's) 



MODEL II 
PLANNED COURSE STATEMENT 

_Ar*«j{s) of St'jov 



No of f rt'fjtti 



Cher*"* one 
, Ele( tivf 



/^Itprn.jTivo I (Mrninq Oppor^initifs ^C,hei k on^' or muw 
Does FNJot Apply 
Inrippcn^iont Study 
^ ''Jff Campus E xpHrtpnc (' 
( ithfT (E vfjljin in ( onrsp (^verviPvo) 



Ovorvipw 



Progrjrn Goals 'oo^ionjl) 



Coufsf Go, it'. 



\^inir^'jf^ Survival Grad'ia^trjn ( n-^ippt if 



Pf>rforf'V^n( f trii^n aTor'"-> *0{>1iondl) 



Lparntng Activitif, foPTiopj'* 



AssessfTient Prorpdur^s (optional) 
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SAMPLE 4 



Classroom Recording Form 
Minimum Competencies 
Performance Indicators 



r 


Competencv 
1.1.1.1 


j 


Clomp. 
1.1.1.2 


( 

3 

ai 


!)omp. 
.1 1.3 




0/ 
OJ 


Comp. 
1.1.1.4 




iConip 
^ j 1 1 1 5 








PI 
1 


PI 

2 


PI 

3 


PI 
4 


Comph 

r— 1 


o. 1 
PI 

1 


PI 

2 


Compli 
1 


3| 
1 


PI 1 
2 

t 


PI ' 

3 ; 


1 CompI 


p, 

1 


Pl 

2 


''I 
3 


•'I 

4 


a; 1 
E 'pi |pi 

5 112 


P! 
3 


Pi' 

4 ' 

I 


5 kr 


, 

1 Aech Mary 










T 












T 












1 


I 




2. baker. Jjm 
















\ 

\ 


4 








i 




! ' 1 








3. Cole, Erjc 


















i 




I 










L-i — i 








4. 


















- 1 


















L i 


5. 


















1 


— \ 




^ ^ 








1 

i 


! 








6 




-1 












■ — ^ 
— 1 


— ! 












I 










7. 








































8. 






















1 

1 i 






— r-r 

i 












9. 














■ — 


— r- 
























10. 








i 1 




— 1 


■ — i — 
















' — - 




1 


1 1. 
















— 


1 




1 

. ^ ^ 






I 1 4 












12. 
























1 j 1 








4 












13. 
























1 1 
1 ^ ' 




















14. 








1 


































15. 








■— ^ — 




















f 1 












16. 










\— 






























■ 1 — 

17. i 






[ 






— 














1 — i — 






1 




18. 








f — 


\ — 

I 
































19. 


1 — 








1 












j— ! 


















. 


20. 












































21. 




















— 
— 1 










\ — 










22. 








1 i 






















1 










23 










^ p 






















1 — 










24. 










1 
































— 




25. 












1 














— 






















26. 






i — 




















U- 






















27. 
















































28. 
















































29. 




h- 












































30. 




t 
















I 










1 
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Depdj^ment _ 
Course Title . 



Classroom Reporting Form 

Area(^) of Study 



Course Numl)er 



SAMPLE 5 



Length of Course. 
Prereauisite 



No. of Credits. 



Grade Level 



_Cred»t hy Exam Available? □ Yes □ Mo 



Alternative Learning OpporTumttes 
Required 



Independent Siu J» 



Selective 



Research Time U Off-Camous 
Elective 



'Course 

.jSludfint Name .Gr ade 



1. Aech, Mary i A 



Competency 
1 1J 1 



2. Baker. Jim 



3. Cole. Eric 



10 



11 



12. 



13. 
14. 



PI 



15 
16. 
17. 
~18 

20. 

"227 
"23. 

24. 

25 

"leT 

27. 
28. 

"^29. 
~30. 



It 
It 



i t 

—V- 

I 



Comp, 
1.1.1.21 



I PI PI 

^ i 1 : 2 



■4--^ r- 



Comp. 
1.1.1.3 



<-> 1 



^■ x/k/k/''W 



Comp 
1.1.1.4 



-1 ^ 



--t 
-4 



PI PI 

2i 3 



- i 

I 

1"! 



- f - I 

~ -4 -4- 



Comp 
1.1.1 5 



Pll§ 

5 lo 



4 
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Classroom Record and Report 



Depdrtment „ . A/eaM of Studv . 

Course Title _ Course Nuniber 



Length of Course _No- of 'Fredas GracJe Level _„ 

Prere<-iuisite ^Credit by Exam Available? J Yes C No 

Aliernp»'"e Learnmg Opportunities D Independent Study CJ Resoarcn Time lJ Off Campus 



Required 






Selective 






Elective 




































1 Mm. Grad. Req 


, Exception Report | 




Student Name 


Grade i 


Comp 
1.2.1.1 . 


Comp ' Comp 
1.2 1 2 1.2J.3 


Comp ' Comp 
1.3.>4 1 1.2.1.5 


Cuinp 1 Comp 
1.2 2.1 1 2 2.2 


Comp 
1 2.2 3 


Comp 1 
12 2 4 




1. Aech, Mary 








1 








2, Baker, J>m 


A 
















3 Cole Eric 


C 

















4. Crate, Joe 


F 




X 


X X 




X 




X 




J. Edwards, A. 


F 


X 












■ 




6. Form Cora 


D ' 













7. Farmer, Ann 


C 


















8 Garden, Ed 


A 


















9. Gross, Ray 


F 


X 


X X 


X ^ X 


X 


X 


X 


X 




10. 

















- - 1 




11 
















12. 




■■ ■■ ^ 














13. 








t 










14. 






' *t — -K 










-J 


lb. 














1 


16. 






1 










17. 
















18 
19 


















20. 




















21 














22 


t 



















23. 




















24. 




















2b 




















26. 




■ 
















2/ 








t 












28. 






1 














2^9 
30. 






i 
1 


t 













?3 



r:3 



SAMPLE 7 



STUDENT REPORT 
(Option A) 



YP3r_ 



Couise 


Teacher 


Gr, 


Competency Cornpetency 
Completeci jCompieted 


Competency 
Completeci 


Competency 
Completed 


Competency 
Completed 


Competency 
Completed 


Attend 


A 


P 
































i 


1 
















4.--- 

i 















STUDENT REPORT 
(Option B) 



Student Name. 



Semester 



Year_ 



Exception Reports 



Competency I Compptpn( y Competency' Competency Competency Competency 
I Coursei Teacher iOr.Completed ^Completpd Compacted ComplPted_|ComfDleted_| Con-pletpd_ 



Attend 



aTp 



\ 



74 



SAMPLE 8 



Model Format 
Student Progress Record 



Student Ndme_ 



.Counselor . 



Cicisn of- 



Circle Grade 



(Other information as decidecJ by district, e.g.. cleared for early graduation, tentative career choice, etc.) 

Circle Competency Completed 



Credit 


Type* 


Area 


Course 


Grade 


1 


R 


Comm. 


100 


ABCDFIW 


1 


R 


Comm. 


200 


ABCDFIW 




R 


Math 


no 


ABCDFIW 


1 


E 


Science 


210 


ABCDFIW 



{Th- above are includeU only for format purpose. A 
district can enter all courses on this form) 



Sub Area Competencies 

Read 1.1 1 1.1.2 1 1.3 1.1.4 

Listen 1.2.1 1.2.2 1.2.3 1.2.4 1 2,5 

Analyze 1 3.1 1.3 2 13 3 

Speak 1.4.1 1.4.2 1 4.3 1.4 4 1 4 5 1 46 

Write 1.5.1 1 5 2 1.5.3 1 5.4 1.5.5 

Compute 16 1 1 6.2 1 6.3 164 



'This sample includes "Type" which refers to 



Required 
Selected 
Elective 



Science 
Health 
Life Learn 

Comm. 

State 

Nation 

E nviron. 

Highways 

Goods 

Habits 
Attitudes 
Pers. Rel. 
Decisions 



1 7 1 1.7.2 1 7 3 

1.8.1 1.8 2 1 a.3 1.8 4 

1.9.1 1.9.2 

2 1.1 2.1.2 2 1 3 2.1 4 2.1.5 2 1 6 2 1 7 
2.2.1 2.2.2 2.2 3 

2.3.1 2.3.2 2.3 3 

2.4.1 2.4.2 2 4 3 ^.4.4* 

2,5 1 2,5.2 2.5 3 2.5.4 2.5.5 

2.6.1 2.6.2 2.6.3 2.6.4 2.G 5 2.6.6 2.6 7 



Career Area 3,5. 1 



J 1 1 3 1.2 3 1 3 3.1.4 

3.3 1 3 2.2 3.2.3 

3.3.2 3 3.3 3.3.4 3.3.5 

3.4.2 3.4 3 3 4 4 

3 5 2 3.5.3 3 5.4 3.5 5 3.5 6 



3.3.1 
34.1 



Attendance 





A P 


A P 


A P 


A P 


9 


□ □ 


□ □ 


□ □ 


□ □ 


10 


□ □ 


□ □ 


□ □ 


□ □ 


1 1 




□ □ 


□ □ 


□ □ 


1? 


□ □ 






□ □ 
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OREGON SECONDARY PERMANENT RECORD 



Mo . 



.19. 



NAME 



Last 



F irst 



Middle 



Sex 



Birlhddt.^ 



Pjrent or_ legal ^ua^'dian 
Address 



PREVIOUS SCHOOLS DATE OF 

AFTENDED ENTRY WITHDRAWAL 



DATE OF ENTRY. 



DATE OF WITHDRAWAL^ 



GRmDE 



ABSENCES 



9 10 11 , 12 

7 - VT / —T. 



STANDARDI2EU TEST SCORES 



PERFORMANCE REQUIREMENTS FOR PROGRAM COMPLETION 
Th*> :»tudent njs met or pxceodod minimum "survival I^vp!" 
f>»rformdnrt' requirer~".pnt> as in(li',atfvl 
1 0 Pfrsonal Dpvelopmpn' 



.ij[)-Arp(is Arpds 



0 



1 



1 4 
1 b 
1 6 

1 ; 

1.9 



Roartinq 

Lisffunq 

Analy/tfUj 

Speal mi. 

Writing 

CDmQutin(} 

S( lentifM ;U( Hnoloqit al [)rOf» 
Hp.ilth l< r>owlp<jqp and s^- i!is 
Lifp lOnq ItMminq si- 



Snnnl RespOnsihili*v 

Citi/on in tho romfTuimty 
state an(J nation 
Citizen m intpr,i( tiOh vvtth 
the pnvirnnmf'nt 
Citi/pn on strf c'ts and highway . 
Ccnsuiner of gootls and servirps 



'} 7 



7 4 



J 



hi 



J 



All Pprformant p 
Rpquirempnts 



3 0 Career Development 

3 1 Career hahtfi 

3.? Career positive attitu(irs 

3.3 Career mterpprsorw' -e»'!»'^'^'"-htp'; 

3.4 Career decisio.is 

3.5 Competennes m ( hosph ( areer arpd , 

Competenc v statements a/vl ppr f orfTuu^rp indu ,itors arp availahip if r(»<njp«;»ed 



CREDIT REQUIREMENTS 
FOR PROGRAM COMPLETION 
Communication Skills 

LJ Li I i 
Mathematics 
Laboratory Science 
Health Education 
PhySK a! Education 
Social ScierKe 
Citizensfiip Education 
Personal Finance 
Career Education 
E lectives 

Total 

ULlC^IVE SUMMARY 



3 Units 




1 Unit 


□ 


1 Unit 


[:: 


1 Unit 


["J 


1 Unit 


r 1 


1 Unit 


LJ 


1 Unit 


n 


1 Unit 


LJ 


1 Un»t 


[_ 


10 Units 


rj 


'?^ Units 





1 J 


[ 1 


LJ 


V ' 


? 




4 


[, 


U 


f 1 


[j 


( ; 


7 


8 


9 


10 



ADDITIONAL LOCAl 
DISTRICT REQUIREMENTS 



?6 



\ 



Mo 



Ddv 10 



NAME 



First 



Middle 



Sex 



Btrthdate 



School Dist. Ncx_ 



High School 



Address 



Cilv 



Tranicnptsenlto Date 



OR Zip 9; 



Principal 



Phone 503- 



Accredited by 



Other Informatjon (sumnr«r school college cidsses) 



Date diploma issued 



Date certificate issued 



Seven semester G.P.A 



Rank 



m class of 



EXPLANATION OF GRADING SYSTEM 



SYMBOLS & UNIT SYSTEM 



Subject 



' drak-le ■ I nit> 

r — 



Suhjtt I 



(^radc 



Lnits 



nth gr.ule 



t (/rdde 



Units 



^ 



Subject 



Units 



i- 



OATF 

ERLC 



ACCUM 
GPA 



ACrUM 
UNITS 



DATf 



ACCUM 
CPA 



ACCUM 
UNITS 



OATF 



27 



ACCUM 
GPA 



AC/:UM 
UNJTS 



DATE 



ACCUM 
CPA 



ACCUM 
UNITS 



THOUGHTS ON THE 
IMPLICATION OF 
RECORD KEEPING 



1 Many educdtors have exprossof! 
Lontern rcgdtding tecorcling and 
reporting in terms of minimum 
competencies and letter grades In 
response to some resentment to 
ward bookkeeping duties, the re 
cord keepmg system team leader 
should emphasize some key bene 
fits. 

• Students will have a greater 
amount of specific infonnat'on 
regarding those abilities repre 
sented l)y minimum survival 
competency acc^isilion 

• Parent*^ *mJ! htjve more inform- 
jtiofi regarding student pro 
gress Parents have expresscfl 
curiosity and concern regard 
jng what their youngsters aclu 
ally know ancJ can do Al- 
though rriinimum survival com- 
petency acquisition (ioesn't tell 
the whole story, by any 
means, it wilt have the effect 
of increasing community un 
derstanding of the nature of 
the district's secontiary pru 
gram. 

• Those assigned to counseling 
and guiding students wjM have 
access to more information 
which will be helpful to the 
guidance process 

• The act of tJealinq with and 
recording minimum suivival 
level coiiipetencies will act as a 
reminder to teachers recjarding 
what students have and liave 
not accomplishc(i. This will aid 
the teacher and stufient set 
riass, group, or mrlividual 
learning prioritit^s ff)f the fjuar 
ter, semester, or year. 

• During curriculum revision 
activities, when teachers re 
examine their programs and 
course offerings, more data 
r ould l)e available recjarding 
student protjress m the current 
program. 

• Administrators will have at (ess 
to more information that will 
enable them to t)etter ex[)lain 
to the community thp s( hood's 
programs. 
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? Tfiis puljlication is not a complete 
system of forms, procedures and 
timetables. District approaches to 
record keeping vary considerably. 
This pul)hcation does attempt to 
lay out key decisions, procedures, 
sample forms and formats for 
consideration as the local district 
Record Keeping System Team 
builds Its own system 

3. Timing is an important feature of 
the disti let's record keeping im 
plementation effort. A district 
will probably be reporting all 
competency information on re 
port cards m the same fashion 
and as often as teports are given 
on letter grades and attendance. 
During the fall of 1974, a district 
(on i one time-only basis) might 
wish to omit transmitting corn 
petency information at the end of 
the ftrst nine weeks. It might 
choose to begin the process of 
transmitting competency informa 
tion at the end of the first semes 
ter. All information wouici be in 
the class gradetjook, but it might 
not go forward to the office and 
to parents until the end of the 
first semester. This would, in ef 
feet, "tiuy time" for the Record 
Keeping System Team in its ini 
tial implementation phase. Desk 
records in class gradebooks would 
neeci to t)e set up at the start of 
'>chool, but additional time wouki 
be created to allow ibr establish- 
ing office forms and proceduies 
If a district elects to involve data 
processors in its record keepint} 
activities, this guide lx)ok will k)e 
of value The samples in the guide 
are models and, as such, will be 
of value in setting up the manual 
or data pi ocessing applications 



that an individual district will use 
The data processing consultants 
involved in the development of 
this guide stressed the fact that 
data processing services were rela- 
tively easy to provide if the 
district has made the iJcey 
decisions outlined in this section 
on pages 4 14. 

4 Tfie commentai y in this guide 
suggests the development of a 
total system prior to the estab- 
lishment of -ecord keeping forms 
end procedures It is understood 
that many elements in the system 
will not be complete and m place 
in the fall o'f 1974. Districts will, 
in many cases, be dealmg with 
only the ninth-grade level material 
during the first year and will be 
phasing in the total program from 
now until 1978 The district team 
must, howevet, have in mind the 
overall structure of their program 
as they make decisions and take 
/ction regarding initial develop 
mental steps. Consequently, the 
descriptions in the guide are of 
ferpd from the point of a total 
overview. 



